
ED 109412

TITLE 4

-INSTFTUTION

PUB DATE
NOTE

EDRS.PICE
DESCRIPTORS

IDENTIFIERS

ABSTRACT

DOCUMENT RESUME/,

CE 004 247

A Suggested Illinois Statewide Plan for the Award of
the Continuing Education Unit.
Illinois Junior Coll. Board, Springfield.; Illinois
State Board of Higher Education, Springfield.
Feb 75

MF-$0.76 HC-$1.58 PLUS POSTAGE.
*Academic Standards; *Accreditati institutions);
*Adult Education; Adult Edgcation Pr grams; College
Credits; Criteria; Educational Programs; *Ggidelines;
Nonciedit Courses; Program Planning; Recordkeeping;
*Statewide Planning/2. et.
CEU; *Continuing- Education :Unit; Illinois

Subscribing to the national CEU (Continuing Education
Unit) system, the doOment tranglateg-the national guidelines into
concrete institutional plans. for the State of Illinois. It is
intended for use biehy organization in Illinois which offers
non-credit continuing educational experiences and which is interested
in awarding continting .education units for those experiences which.
meet the criteria and :guidelintsdncluded. Topics presented are: the.

aresolution dottingthestatewide plat. the resolution regarding uses
of CEU /for data collection;'the official deSinitions of the, term
Continuing Education Unitriteria for awarding continuing education°

..unitS'; and operating guidelines. Members of the Illinois Statewide
CEU Conference Planning Committee and- the IllinoiSttatewide CEU Task°

' ForCe. ar listed. `A rescqution,recommending the ept
'rentralized record'systeth concludes the document. Ap
sampleAnstitutional,regulorm for the awarding of
edudatiOb'unit. (NH) ,

,,;;;= -

.

S

9

lishment of a
nded is a
the continuing

.7i

/74 °.%

**4*********** * *************** **O********** f* ** ** *ACett**: *#*l ** * A4*.- ***
* Document6 acguiDed b y ERICI include manylny o ma unpublished *, .

* materiaAs not available from ther sources. 11tC/Jmkt'S,every. effort

.7'

f

.,,* to obtain the best copy available. neVerthele:4:4;eps of marTinal..*/
.,.:4;ere,O,T;o4,1i4i.bi:lity are often encountered' and ty:s._af-fOts the.gu4ity f'

J1W,',11iliflt,h04:14dfiohe -aTO hardcopy reproAucti,:o*tRiCmak available *

'*,-,v:ia:i%he*ABic liolcniet,Reproductioli Services'ODI1S). :EDB'S is,ngt / *r": . t ,- 4 . 1 . - . .s., 7, .

..;:',,?Ic reSponsalWfor the-AUality of-the,original'a66utent. ,R prodnoti011s f
;.,::-* supplied ara;the bestAhat'can be Wmafrom the original:

- ,/**,***p*vg*****911c*******Y,$*******,**#************** 4c!ic********,
... ,

,

.i

. 4,, .1. , / . 0 ,
. / -, ,. '-' ;",

r I ;

,
4,...;., .

1 \

; .

if,: :' *- 'i , -, "414. $ f, .

, . , ...., "t's 16. 't ,f, 1. ' ii,, t ; , . ''', ',',..Af, ,',,
1;2;01 :

:-.-

' .;:'..r ..





Prepared by the

ILLINOIS Slit4' E CEU TASK FORCE

Study authorized and unded by the
% 4

' \
ILLINOIS COMMUNITY COLLEGE BOARD

ILLINIS BOARD OF GHER EUCATION



\ PREFACE

The potential impact of the continuing education unit on adult andcontinuing education activities in the State of Illinois was first discussed inDecember, '1973, at a meeting of the Adult Education Round Table ofNorthern' Illinois., Representative members of the Round Table thenapproached the 'Illinois Community College Board to obtain funds tosupport a statewide conference on CEU, to disseminate, pre- andpost-conference information regarding the CEU and,, finally, to provide asuggested statewide plan for the award of continuing education units.

The Statewide Conference on CEU was held in Springfield on September
Ts 19 and 20, 1974, and provided Illinois institutions of higher education,State agencies, professional associations, and interested individuals with anopportunity to share information about this newly established measure ofparticipation in continuing education.

Following this con erence, a Statewide CEU Task Force Committee wascharged to develo the suggested plan of implementation for the award ofthe continuing edu ation unit in, Ilinois.

This plan subscri1 es to the national CEU system and translats thenational guidelines into concrete institutional plans. Any organization inthe State of Illinois which offers non-credit continuing educationalexperiences is encouraged to award continuing education'units for those
experiences which meet the criteria and guidelines se,t forth herein.
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RESOLUTION #1

'WHEREAS The Illinois, Statewide Car . 'Task Force is broadlyrepresentative of colleges and universities, statewide offices ofeducation and potential user groups; and

WHEREAS the Task Force has intensively studied the concept andapplication of the CEU, first by a specially commissioned
monograph, secondly by a statewide conference which brought
nationally, recognized CEU experts. to Illinois, and thirdly bydiscussion and debate;`

THEREFORE BE IT RESOLVED that the Task Force unanimously
endorses this "Suggested Illinois Statewide Plan for the Award ofthe Continuing Education Unit;" and

B IT RESOLVED FURTHER that the Illinois Community College Boardcommend to the institutions within the community collegesystem and the Illinois Board of-Higher Education to the systemsof higher education in Illinois, the suggested statewide plan foradoption and implementation.
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RESOLUTION *2: USES OF CEU FOR DATA COLLAION

WHEREAS the Task Force recognized the primary objective of the CEU as

the permanent record it establishes for. individual participants in

programs which fully satisfy the requirements for the award of

CEU; and

WH EREAS the Task Force realized that CEU can also provide a uniform

system for accumulating data by the institution or organization

for purposes of program planning, development, ,administration,

tuid fiscal management; and

- -

' WHEREAS the Task Force reviewe ievefal systems now in use

'throughout the country (particularly in the South) in which the

CEU data are accumulated to assist in management and fiscal

deCision making; .

THEREFORE BE IT RESOLVED that the Task Force recommends that

the ;possible utilization Pf:.fliese record-keeping units, for

administrative and funding 'puiposes be determined by each

institution within the .State of Illinois according to its internal

. .1
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DEFINITION

One Continuing Education Unit is defined as:

TEN CONTACT HOURS OF PARTICIPATION IN AN
ORGANIZED CONTINUING EDUCATION EXPERIENCE
UNDER RESPONSIBLE SPONSORSHIP, CAPABLE
DIRECTION AND QUALIFIEDINSTRUCTION.

CEU can be awarded only When an educational experience satisfies all the
requirements of, the above definition.

TEN CONTACT HOURS OF PARTICIPATION.. . One contact bow' is
' generally represented by a fifty minute class. Class length varies

slightly in different institutions;.and these variations should be
accommodated. A typical claSs given in two hour sessions for .
twelve weeks would !evolve 24 contact hours and would merit
2.4 CEU. The numben5of CEU awarded for less structured
activities can be determined by judging the hours of inclass
instruction which would be necessary to meet the same
educational objectives.

IN LAN ORGANIZED CONTINUING EDUCATION
EXPERIENCE . . Such an experience assumes predetermined
program' objectives in terms of the clientele to be served, the skill
or 'knowledge to be gained, and the format and methodology
involved. It will necessarily, require interaction between
administrators(educators, and representatives of the client group.

UNDER RESPONSIBLE SPONSORSHIP . , . Sponsorship will be
considered "responsible" if the institution, association or
organization is prepared to assume administrative responsibility
for the program. Supervision must be assigned to a capable
director, and a permanent record system chust be maintained.

CAPABLE DIRECTION Programs must be planned and desieloped by
professional iducators competent to select the appropriate
educational format, appoint a qualified instructional staff;
evaluate individual performance and course effectiveness, and

, accept responsibility for program nanagement and141 administration.
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QUALIFIED INSTRUCTION . . Instructional competence may be

demonstrated by recognized experience, formal qualifications, or

relevant publications. Such competence will be evidenced by a
command pf the subject matter, an understanding of the program

objectives, an ability to employ .app4riate instructional

methods rind an. obvious expertise in the communication skills

required for effective teaching,

f
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For a complete discussion, °L.* CEU, readers may purchase The

Continuing Education Unit Criteria and Guidelines from the National

University Extension Association, One Dupont Circle, Suite 360, Wash-

ington, D.C. 20036. Single copies cost $5.00.
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CRITERIA FOR AWARDING CONTINUING EDUCATIONUNIT$
.

lt wide variety of-institutiOns and organizations in Illinois are potentiallycapable of sponsoring continuing education programs and of awl;-ding'CEU. In order to do so, the institution or organizatio must meet thefollowing administrative and program requirements ,

ADMINISTRATIVE REQU1REMENTS t

.
,

.

t,
, -A program sponsof intendtligrfo award and record CEU for participation ina continuing education program must:

1. einploy-a-63mpetent professional staff in a recognizable educational
unit4 through which continuing education programs can he
organized, coordinated and aaministered, it

'i2. assume administrative responsibility for fulfilling educational/
instructional objectives and meeting program criteria;

3. assure adequate and appropriate educational/instsuctional facilit es,library and reference materials, and relevant instructional aids d...,equipment:
:,i 4. develop and maintain a permanent record system such War,

individual records can be made available to participants on request.In jointly sponsored programs, record keeping must be delegated toa single sponsor.

PROGRAM REQUIREMENTS

CEU cannot be awarded or recorded unless the continuing dducationactivity:
,1 - satisfies all aspects of the definition of the CEU,

2? is planned for a specific clientele whose representatives, whenapplicable,have been involved in designing the program;
3. has clearly stated educational objectives;
4. will be conducted by qualified instructional personnel; ..5. specifies performance objectives before the program begins.;
6. requires registration details sufficient for a permanent record of

individual participation;
7. can bPrt.:raluated by procedures designed during the planning

probess to measure quality and effectiveness;
8. includes procedures for establishing satisfactory completion by each

participant and for notifying,the appropriate records office of CEU
awarded.

5 10
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LIMITATIONS
44)it

CEU should not be awarded for:
'1".7

, 1. programs carrying academic credit

2. high school equivalency programs

3. orientation programs
4. committee activities

.5. conferences and conventions
6. general broadcast TV aneother public-dutertainment

7. work experience not included in an organized educational activity'

$. independent scholarship or self-directed study which is not subjsct

to later verification
9. membeiship in professional or occupational societies .

\
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OPERATING GUIDELINES

CALCULATING THE CEU

Assisted by those dire'ctly involved in the program to be offered, the
director of the ethicational office administering the program should ietam
final responsibility for the number of units to be assigned. No assignment
should be male until objectives, content, format, methods of instruction
and program schedule have been established. Once these requirements have
been met, units must be issigned- before they program begins. If .major
changes in the program suggest pecessary adjustments in the units assigned,
the director or coordinator of the program should make the appropriate
recommendations. Under no circumstances should CEU be awarded
retroactively. ,

CEU should be awarded for complete instructional hours. For example, 24
contact hours, 24.50 contact hours or 24'.75 contact hours should all be
assigned 2.4 CEU.

,

In programs involving less than ten contact hours of instruction (less than
one CEU) carp must be taken to justify awarding any CEU`. Shorter
Programs often do not meet all program criteria.

,
Contact hours shota, be obvious where programs involve classroom or
meeting session.houraiglontraditionai methods of instruction, laboratory
work, clinical expetiaria, field trips, independent study or correspondence

-courses must be translated into equivalent classroom hours in order to
determine' appropriate- CEU.

P',

Study time related tiliassignMent preparatiori and meeting time devoted to
announcements, reports, business and social activities should not be
includedin calculating CEU.

VERIFYING COMPLETION

Only satisfa completion of the program should merit the final award
of CEU. tegular attendance (not. lesi than eighty percent of the
instructional hours) should serve as a minimum requirement for
satisfactory completion, but more rigorous standards may be established
by the planning committee, course director or class instructor.
Requirements for program completion should be verifiable for individual

6.participants.

S
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Permanent records should be established for tacit participant ciiinpletine
the program satisfactorily. Thesereeords should be maintauiecd even if the
participant doesnot anticipate a need for a record in titfuttre.', .1

RECORD KEEPING
A.. r::

To- enable user groups to evaluate programs for which CEU are awarded,

sponscirs muSt establish permanent participant 'records which convey A**.

accurate an& descriptive data: These records should be avadatle on request

of _[he partici" t a d should constitute an official record of cumulative
continuing edfi don ctivity.

Records must ccintalyttie-follOwing information:
I. Naive and addresS.Orlie ayartrjrig.prganizaqon or institution.

2,4"Narne participant. 4
. ' t

'r 7..1 :s z ; t.

3:- ciirity riti< inbr of the indwatiat farticiitant.;,, . ';.':,_
Titlr of the program or activity (ilie title shouldti-aiile4kiptive-as
possible).

. -

r 5,- ...description of the program :or activity' giving some

0. Startulg and ending dates of the prograntor activity. -

7. -Nirmht,r, of continuing education units awarded.
Additionallmecords may contain:

I. Evaluation Of individual perfOrmance, if available.
2. Identificatiein of4instructors..
3. Location of the program (city or facility). ,-

4. Co Operating organizationl;c13)npany, agency, association, or

institution.
5.' Additional personal information--aho4,the .participant (address,

date of birth, educational background,'ernployinent Status, program

status, etc.).
I

MAIL,\UAINING QUALITY %,
.

.4
The criteria for awarding CEU are, designed to insure consistent standards

'in continuing education. pitorarns. Since sponsoring groups must work
closely with user -groups in planning each program, spbject matter and

instructional techniques are subject to ffequent review. Improperly
resigned programs and programs which do not adequately meet the needs

of user groups will be displaced by programs which can. fulfill the
objectives of participants.

.
- indication -of content, level, objectives and format.

8
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,EVALUATION

Future programs cannot be up-graded unless on-going programs are subjectto effective methods of evaluation. CEU are Co be awarded* only foractivities with specified performance objectives. These objectives'will of
course vary, but go#1s need to be sufficiently concrete to enable sponsors
to determine satisfactory accomplishment.'

. .
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RESOLUTION #3: CENTRALIZED CEU RECORD SYSTEM
FOR ILLINOIS

WHEREAS the Task Force recognized the primary objective of the CEU as

its service to the adult student; and

WHEREAS the accumulationf of CEU on a record may be of major
importance to'cuirent or future employers and licensing agencies;

THEREFORE BE IT RESOLVED that the Task Force of the CEU in
Illinois recommends the establishment of a central data collection
and retrieval system. This system would allow an,trivmulationof

. CEU for an individual student wherever he might have
participated in a program, thereby allowing a transcript to be
produced for hisor her use. The central system would not .be a

voregulatory or governing agency, but would exist for the sole

i purpose of serving the adult student participating in continuing
education activities throughout the State of Illinois.

. r)
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APPENDIX A
(Sample Form)

INSTITUTIONAL REQUEST TO AWARD
THE CONTINUING EDUCATION UNIT

(Name of Administrative Unit)

(Name of College.or University)

1. Activity Title Dates

.

2. Format; 0,,, Seminar 0 Short Course

0 Workshop 0 Sequential Evening Class

o Institute 0 Other. .. .

3. Individual Program 0, Part of a Series 0
41)1t

(IDENTIFY)
r

4. Activity Description:
-s... 0..

5. Learning Objectives of the activity:

6. Learning Level: '0 Post Secondary 0 Undergraduate 0 Graduate
0 Special 0 Postgraduate

7. Cooperating Organizatian:

1

8. Primary Contact Person:
NAME ADDRESS

PHONE ( )
TITLE OFFICE

9. Fee Schedule Per Participant:

Source of Funds:

. . .

4., 10. Anticipated Number of Participants Minimum Maxiinum

11. Location df Learning Activity: ..

I 1

H.

2.n
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12. Total Contact Hours Recommended CEU Units

contact hours equals 1.0 CELI; round off to the lowest 10th.)

,

(Note that ten (101

13. Criteria for Determining Satisfactory Completion in Awarding C.E.U.

14. Instructionql Resources:

NAME - ,AFFILIATION PHONE

15. 'Academic,Deparirinent Consultant is)

PI-1.014E

16. All Requirements Have Been Met and Approval Is Hereby Recommended:

DATE
ACTIVITY COORDINATOR

DATE
SPONSORS REPRESENTATIVE

,

DATE
FOR THE INSTRUCTIONAL STAFF

17. Approva Granted for LIEU

18.
(HEAD (F ADULT EDUCATION ADMINISTRATIVE UNIT)

o

(OTHER CENTRAL ADMINISTRATOR)

(DATE)

( DAT E )

NOTE: ACTIVITY COORDINATOR: PLEASE COMPLETE ORIGINAL AND ONE

COPY OF THIS FORM, SECURE SIGNATURES REQUESTED CINDER

ITEM 1$ AND RETURN BOTH TO THE ADULT EDUCATION
ADMINISTRATIVE UNIT FOR PROCESSING.

18. Reviewed by the Administrative U,nit's,Continuing Education

Unit Committee:

DATE:

16
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